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L. PROCEDURES

A report wAll be propared on cach stuldunt officlally regigbared
In a coursc. ‘

Reports will be preparcd aceording to ous of the folloving Pormsse.
(1) Pormat A

) & - is used wacn eerdifieabion of ettenfoues only is
eppropriate epd thore is mo\rating oFf e studoni® porfomeinea,

(2) Poxrmp B - is used when the sbudont's performones 18 demerided,
coly in raletion o the over-all ¢hbicesive. IS may be uscd 4
edjeetival rotings exe given, AT nowrs 3ive deperipeions enc
used, or i¥ edjeebivol ratings oro ccabined with norrotive
deseriptions.

Format © - is used waen porformencs i doseribod ceeording te
course sezmemts, coch segment ralebing to o sveeific ot jeative.
It may be used iT adjectival wabings ore given, i pewrrative
deseripticas are used, or if adjeetivel ratings ore eccrbincd
with naxretive deseriptions.

Copies of raoporbe will be submitied as follmm:
op &P

I copy T2 no exwpy
Por studend
222 PRl

Format A Origingl & 3 Origingl & 2

Foxmat B and € Original & & Origieall & 3

Reports will be scmbt o the Registror wo will foxrwverd the orisinol
through the DER to the 0ffiec of Perscpnol Tor its inelusicn in who
student's official Ffoldew, Lv0 coples of ©is ,report cmd the student's
copy will be scat by the Regletrar to whe Troining OPPIiCer oF the
student's componcmt.  Also, wxwecpt for Formis A TEPOrts, ©nG CORY
will be sen® o the Asscssacnt ond Bvelustion ' Stof?,

Eoch report will be labeled TRATNIRG IP@?@‘@ cud in the heeding willi
ineclude:

(1) Title of course aud scguemtiel mumber
(2) Dates of course

Totel hours of inmsbruetion
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STRIEST: Treining Reports

(L) Port-time or Ffull-bime instrucbicn
(5) Bumber of studente enrollsd

(6) Reme of student, year of birth, month end year of his
entry-on~-duty, grade, and speasoring office.

(7) Security classifisation

Bach report will combain an Objectives-Counlent and Methods Seevicn
and an Achievenant Record Saection.

(1) The Objecbives-Content end Method Seetien will comsist of
two perys:

(a) Objoctives-Conbent: Comeise, colerete stebtenents of
dntornded student accomplistment; thot 18, the major erens
of knowledge, undsrstasding apd skills expected of the
studont at the completion of the imstruction. A sumary
of course subject mabber way be includced.

() Methods of imstructica: A brief description of the
teaching techniques and their proportionel emphasis.

The Achicvenent Rosord Secticn will vary in accordence with
the formab of the wepord:

(a) If Tormet A is used, the Achievesent Record Sectiom will
reed: his is & corbificate of atbtendomce. No recoxd
vas mede of individunl performence in the course.” The
Chic? Tastructor should note euy irregulorities im abiend-
onec end mey camcnt ¢n such wotlers os the percepblvencss
of gquestions asked by the studeat end the naburs amd exbent
of the student's pesrticipation in eless activibties.

12 Formaet B or € is used, the Achievement Rezord Secbion
will contedn @ description of the studsut's quallty of
performance. The perrative descripblion will incluvde awy
of the Pfollowing fectors determined by the Chief Instrue-
tor %o be of sigpnificonce.

ing each majer objestive or in mastering cach major
ond of the quality of his
work in ccmporiscr with then of other sbudents in the
COuUrse.

1. A stotement of the shudcnt s competeace in ececmplish-
9

arez of subjost movbor
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CFFICE OF TRATHIEG REGULATICH %O, 25.b 11 Mey 1962
SUBJECT: Praining Reports
2. A statement of eny specific strengths and linits-
tions the student had in the mastary of objectives
and subject matter. ‘ _

; : 3° A coment en evidence of the student's sttitude
; ' toward, and interest in the course.

k. A notatin oa the student's sttendsmes, personal
background fastors o fumily eircumstenees which
may have affected his performenes.

: 2o A statensnt of the nethed of eppréieing the

! . student's perfermence. (This may be used as the

, : ' introduction te the Achievement Record Ssotiom or

; it may be included in the nerrative ca the student's
! performanee. )

- . 6. Adjectival retings. ‘hem used, the definitions in

5 Table A (Page 5) will epply snd, vherever feasible,
thay will be supported by camments. BOFE: Thres
edjectival ratings will be used: Excellent, Sutis-
factory end Unsatisfectory. The number of students
. , receiving each will be show. The individusl rating
o of each student will be indicated by an esterisk.

Ratings need not be defined in the report.

8. If & student doss not complete a course, a report of incompletion
mmmmmmonmmmmmmmrmeoﬁuo
‘ereportwulcontamtheinfmmmmmrm%anda
comment on the resson for inscmpletiom. Ghen the student completes
mmmuimmts, e treining report will be submitted in.
accordence with Paragraph hb,

b MWW,MMMMWWG,MMBMm
: ‘ all reports. The signature of the Chisl Instructor end the date
; ofther&pmuuawmgwth@@mmﬁlm.

25X1

HATIHEY BALRY
Director of Training

| httechnents: Sumple Formats (A, B, & €)

Pistribution:
OFfR - Key 1C
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CHFICs OF TRATEING REGULATION N0, 29-h . 11 HMey 1662
SURFECT: ~ Treining Reports

TABLE A

DEFTHEITIONS OF ADJECTIVAL RATIHCS

EXCRLLENT ’ Student demopstrated ususvel ecmpstence in achieving
the course objeetives. His widerstanding of the
course conbent uwns wususlly thorough snd pereeptive.
Where skills were tzught, he developed perticulerly
good faeility in thelir use.

SATISHFACTURY Student’'s achievement of the eourse chjectives was
conpatent. He dsuwonsitvated o good underatending of
the course ecentent. Woere skillis were tanght, he
devalopaed dasic facility in their use.

URSATISPACTORY Student did rot dammmetrele adeguate competencs.
~ Although he ney have nede sone progress he fell shert
. of tho minimem standseds for achievement of the course
objectives. ‘
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